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13 JuL 1973

MEMORANDUM FOR: Deputy Director for Managemenf'and sbrvices

SUBJECT : Information Management

REFERENCES : (a) Memo dtd 4 Aug 72 to DD/S Office Heads
f£r DD/S, same subject

(b) Memo dtd 22 Aug 72 to DD/S fr D/L,
same subject

1. This memorandum is for your jnformation only.

2. To confirm and update the designati s _as reported by
the Reference (b) memorandum, extension STAT
[ ]is still designated as the senio ce istics

representative for development and implementation of the infor-
mation management program. The following individuals will also
provide such additional and full-time assistance in the progranm
as may be necessary, primarily in those areas indicated:

information

security and classification systems.

| automated

information systems.

historical
reporting and archival document systems V ce|
retired. -

STAT

[ / yecord
review and retention systems vice |
retired. STAT

/8/ Francis J. Van Damm

Francis J. Van Damm
Director of Logistics
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DD/S 72-3403

30 AUG 1972

A

MEMORANDUM FOR: Office of Communications -
Office of Finance
Office of Logistics
Office of Medical Services -
Office of Personnel
Office of Security -
Office of Training -

SUBJECT : Information Management

REFERENCE : Memorandum dated 4 August 1972 (DD/S 72-3043),
Same Subject

1. Referent memorandum identified some of the requirements
that must be met by the Support Directorate. As the senior officers
designated to represent your respective offices in the information
management process, I have asked you to meet with me at 1300 hours
on Friday, 1 September 1972 in 7D34 Headquarters to develop our
approach to satisfaction of these requirements. I also will acquaint
you with the proceedings of the 27 July 1972 and 31 August 1972
Records Management Board meetings.

2. I am sure that you recognize the broad scope of informa-
tion management, the complex nature of some of its ingredients, and
the necessity that this Directorate (as well as the others) take
ilmmediate steps to deal with the pressing and interrelated problems
of classification, declassification, archives, history, and records
management.

3. I look forward to meeting with you on Friday.

Support Directorate Member

IM)S/SSS[::::::}SO.Aug'72) CIA Records Management Board
Distribution:

O -(304 |

1 - Ea other adse
_A~ DDS Subject

1 - DDS Chrono

1 - SOS

1 - SSS
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AGENDA FOR
SUPPORT DIRECTORATE
INFORMATION MANAGEMENT MEETING

1 September 1972
1300 Hours
© 7D34 Headquarters

DD/S 72-3043 dated 4 August 1972, Subject: Information Management
Minutes of 27 July 1972 CIA Records Management Board meeting
Agenda of 31 August 1972 CIA Records Management Board Meeting

DCI ccncern regarding growth in Agency paper

ey et R
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83 AUG 972

MEMORANDUM FOR: Deputy Director for Support

SUBJECT : Information Management
REFERENCE : DD/S 72-3043, dtd 4 Aug 72, same
subject
STAT
I am designating as the senior

officer to represent the Office of Training in the development

and implementation of the requirements outlined in the referent. STAT

The assistants are

STAT

STAT

P

HUGH T. CUNNINGIAM
Director of Training
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22 AUG 1972

MEMORANDUM FOR: Deputy Director for Support
SUBJECT : Information Management

REFERENCE : DD/S 72-3043, same subject,
dated 4 August 1972

1. This memorandum is submitted for information only,

2. Pursuant to your request, contained in reference, that
a senior officer be designated to represent the Director of Security
in the development and implementation of the responsibilities of the
Records Management Board, and that your staff be advised of his
name and the name of his assistant, the following officers are so

designated:

(a) OS Representative - STAT
Assistant Deputy Director for Physical,
Technical, and Overseas Security

(b) Deputy Chief, STAT
Executive and Planning Division, OS

3. If any additional information is desired please advise.
STAT

Acting Director of Security

ADMINISTRATIVE - INTERNAL USE ONLY
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2 2 AUG 1972

MEMORANDUM FOR: Deputy Director for Support
SUBJECT : Information Management

REFERENCE : Memo dtd 4 Aug 72 to DD/S Office Heads
fm DD/S, same subject

1., This memorandum is for your information only,

2, In response to your request in the referent memorandum,

is designated as the senior Office of Logistics representa-

tive for development and implementation of the information management program.
The following individuals will also provide such additional and full-time assistance in
the program as may be necessary, primarily in those areas indicated:

information security and

classification systems.

automated information

systems,

historical reporting and archival

document systems.,

records review and retention

systems,

| John F. Blake
Director of Logistics

OL 2 4697a
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17 AUG 1672

MEMORANDUM FOR: Deputy Director for Support
SUBJECT ¢ Information Management

REFERENCE : Your Memorandum dated 4 August 1972,

subject as above
STAT

1. | |(who will assume his new duties as
Chief, Planning Staff effective 28 August 1972) is the senior
officer designated to represent the Director of Finance in sup-
porting the Information Management Program of the Agency. Mr.

will be responsible for the provision of Office of Finance
support to the Records Management Board and for the development
and implementation of records, archives, history, and classifica-
tion/declassification programs for this Office.

2. |_£_f—_|w111 be assisted by] 1 STAT
Executive Officer, and by| [Records

Administration Officer. I am prepared to assign other personnel
as necessary to Information Management tasks as requirements develop.

STAT

3. The above information is submitted in compliance with

STAT
Paragraph 2. of the referent Memorandum.

Acting Director éi/Finance

mIRESTRATS - FVARAL UCE oMLY
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MEMORANDUM FOR: Deputy Director for Support
SUBJECT ¢ Information Management

REFERENCE : Memo for Heads of Support Services Offices:
Information Management, dated 4 August 1972
(DD/S 72-3043)

l._In accordance with referent memorandum we have designated
Chief Review Staff, to represent the Office of Personnel
in the development and implementation of this Information Management
Program.

2. We are in the process of changing assignments in our Review
Staff and therefore would prefer delaying furnishing you with the name of STAT
assistant until a later date. To ensure that we have ade-
quate coverage for; this important nrooram during this interim neriad
I have designated Chief Plans Staff, as

alternate. | tan be reached on

A7€ing Director of Personnel

ADMINISTRATIVE — THTERUAL USE ONLY
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MEMORANDUM FQOR: Deputy Director for Support

¢ Information Management

SUBJECT
REFERENCE : Your Memo, same subject, dtd 4 Aug 72
STAT
In accordance with the reference
OC-EXA, is designated to represent the Office STAT

of Communications. OC Records STAT
Management Officer, is designated as an assistant.

STAT

Director oI Communications

n e r r--(-\r firr‘ X{/
Van ey [ + o
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DD/S 72-3043

fllws 1972

MEMORANDUM FOR:. Director of Communications
Director of Finance
Director of Loglstics
Director of Medical Services
Director of Personnel
Director of Security
- Director of Training

SUBJECT Information Management

REFERENCES (a) Memo from ExDir-Compt to Deputy Directors,
Subject: "Information Control = Archives,
History, and Records" dated 26 May 72
(DD/S 72-2128)

HR - "National Security Information -
Classification, Declassification and Access"
dated 13 June 72,

1. Reference documents contain a number of requirements that have
to be met and make it clear that it is the responsibility of the Directorates to
meet them. We need to develop:

a. a system and structure for the integrated administration
and management of our archives, history, records, and classifi-
cation/declassification systems (Ref a, para 5a(3));

b. guidelines for the selection, retention, and declassification
of records, including time periods for retention and declassification
by category (Ref a, para 5a(6));

c. a system for the continuous identification of key documents
and files for permanent inclusion in Agency archives and provision
for an index for access and declassification review (Ref a, para
5b(1));

ADMINISTRATIVE = INTERNAL USE ONLY
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d. a system to provide for an overall annnal review of
archival documents to ensure that they "are neither excessive
in detail, inappropriately classified nor incomplete through
omissions" (Ref a, para 5b(1));

e. a systematic approach to compiling information for
annual reports to serve as the basis for topical histories,
highlighting major accomplishments and major problems
(Ref a, para 5c);

f. a system for accomplishing the review of documents
originated befoxe June 1, 1972, before become 30 years
old, for declassification action (HR

g. a system for accomplishing the review of documents

originated after June 1, 1972, before they become 30 years
old, for declassification action (HR[

h. a system to accomplish the continuing review of
documents for declassifi » addition
to the 30 year review (HR

i. provisions for the annual location and segregation of
documents of sufficient historical value to warrant preserva-

tion and which have been ox ssified during
the calendar year

J. procedures to govern the review of requests recetved
within the Support Directoxate for the declassification or
release of documents (HR

2. The Executive Director~Comptroller has appointed a Special
Assistant for Information Control to serve as the Agency Records Manage~
ment Officer, Archivist, and Chairman of the Records Management Board,
and each Deputy Director has designated a senior officer as the Directorate
member of the Board. In order to meet the requirements identified in

ADMINISTRATIVE -~ INTERNAL USE ONLY
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paragraph one above, provide adequate support to the newly constituted
Records Management Board, and ensure that the total records, archives,
history, and classification/declassification programs in the Support
Directorate are provided for adequately, you are requested to designate a
senior officer to represent you in their development and implementation

and to ensure that he is furnished with such technical assistance as may be
necessary, full time when required, Please furnish the names of your
senior officer designees and their assistants to my office by 23 August 1972,

(8igned) John W, Coffe¥

John W, Coffey

Deputy Director
for Support

DDS/SO0S |(2 Aug 72)
Distribution:
Orig - D/CO
1 - Ea other adse
- DD/S Subject
#1 - DD/S chrono
1 - SOS Chrono
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26 Mavy 1972

MEVIORANDUM FOR: eputy Director for Intelligence

ty Director for Plans ‘
uty Director for Science and Techuology
Director for Support
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approach to this problem in this internally compartment:
essential to decentralize much of the responsibility and mo

£

tual effort. Al the same time, this decentralization needs to be
re

a system which will indicate the de e to which minimum

v all unii:s and a_mechanism by which units can profit

rience and by sharing solutions.

4. In our analysis we must clearly recognize different kinds of informati

material and the different purposes we expect them to serve. Some of our
records aive important basic reference tools, e.g., CI flles. Some are
analyst working files of moderate life requirements. Some are formal
publications of the Agency distributed elsewhere in the government with
source sanitization. Some are operational records and documents, and

some of these are highly sensitive and must remain compartmented as well
“as classified. Some of our reviews of past events are essentially chronicles
of these events, which have value to new arrivals. Some should be analytical
reviews drawing lessons and conclusicns. Our system snould reilect these
differences if it is to do the job needed.

5. The following overall ap;s

E 3
L

for implementation through the

a. Records Management

=pending upon effective

utive Director "/111 rep
- Dir

a new L
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11652. The Board will be supported by a Technical Commitice of
full-time Records Officer representatives from each Directorate

and such panels as may be required.

(3) 'I‘hef/__*—‘l_'g_s_t_grder of business for this Board will be the devel-
opment of a system and structure for the integrated administration and
management of our-archives, history, and records declassification
systems, following the general principles outlined in this memorandum.
Regulations developad for publication in time to meet the 1 June deadline

g I P
of the Executive Order and implementing instructions are to bzs regarded’
as interim measures to satisfy the imnmediacy of the deadline and serve
to highlight the importance of immediate concerted effort to establish
< it =1 .
orderly and meaningful long-term programs.

(4) The Records Management Board will repoxrt its conclusions,
recommendations, etc., (with any dissents) directly to the Executive
Director. The Records Management Board will make semiannual reports
to the Executive Director, outlining the status of the Affency s Records

e e

nagement Program, any problems it is experiencing, and its recom-
Jmeﬂdc.tlons for improvement of the program (including reports on recoxrds
manzagement to be submitted by the Directorates). The Executive Direc-
tor will consult with the Deputy Directors before implementing any such
recommendations. The present CIA Records Adminiatration Branch,

Support Services Staff, DDS, will be transferred to the Office of the
Executive Director-Comptroller and will become a Secretariat for the

CIA Records Management Board. The CIA Records Center will remain
under the supervision of the Chief, Records Administration Braach in

=~

the Office of the Executive Director.

(5) The Records Management Board will furaish a nonvotin

L
nernber to the Agency Information Processing Board, w
to s ubrrw agenda items and recom ndations to

cessing Board. Ho will ps ng to th
Processing Bo 1_ those aspecis of the Ag
rogram which should be ¢ idered by the
with any rccommendations for support of the A.,ffeno

.”Ec 81 L ﬁ!‘a :;:'1*.,* make aval Records

s tlon Processing L;u rd

W
beo of \'rahm or bz appropriately considered by the Agency 11(:(101“(&;

its racitbhers.
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The Records Managerment Board will develop recommen-

to categories of Agency records (such as the categories

ragr ,;;1__6“5}3_0‘43,' plus any others “deemed appropriate} and as
ch')uldginlcs for the selection, retention, and dsclassifica-

s in these categories. I‘hes guidelines 511011_1 ]so
wherﬂ a.pg___prnte, _include time _p“l‘lOJS for retention and declassi-

flcc_:t_lnn by category and mdlcatn disposition thereafter, and include
appr nglate measures to comply with legal and executive reguire-
ments for retention and declassification.. In particular, recommen-
dations should be made as to the identification of categories which
might appropriately be retired as classified government documents
under GSA a auspices or passed to the National Archives, rather than

held solely under CIA control to protect intelligence sources and
ethods.

(7) The Records Managerent Board will serve as the forum,
for recommendations for declassification, Agency contributions to
other Agency historical programs and other interagency problems
involving the Agency's recoxds. Inthis process, coordination will
be made as appropriate with the Genera al Counsel, the Director of

ecurity, etc.

b. Axchives
(1) Each unit submitting an annual report (see below) will-

identify its key docuwments and files for permanent inclusion in Agency
Axrchives. The Records Management Bﬂ axd will develop the sys teim

»Vw, ms_by r which such documents will be ld\, ified on L 2 5%
]

duriz ny tho year and indexed for later access and decla.ssif’
ement of the Records Managemen rograrn, Annua

LA A 54

ea.ch unit "/111 1’:1'),:\0 an ovara 11 W'"uew Lo ensure that the documents

ssified or xn\-ovuplcir

: vwill accomp
Dirvactor

() The Agency Records Management Cfficer will also be

3. A o~y \ pe I e A - - . -
inted as the Agency Archivist, to zyvise the /f,\s-*c:ncy'.s Axchives

A

Archives




Dirsctorate Archivists, to supervise this program in the Directorate.

The Agency and Directorate Archivists will supervise compliance
with overall Agency Archives regulations to be drawn up and 1ssued
au,er“ onsu]nuon _with the Deputy Directors. A semiannual report
to the | Executive Director on the Archives Program will be prepared

by the Records Management Board.

c. His"cory'

The major thrust of the Agency Historical Program will be
placed on the development of analytical histories of ifnportant Agency
activities and operations. The "Office History' approach to date,
which has been largely successful in bringing our history up to 1965,
will no longer be the major focus of the program, as the chronicling.
of future Agency activity will take place under the Annual Reporxt

system outlined below. Thus, future Agency histories will take major
subJ cts of Agency activity and analyze the Ways in which the various
elements of the Agency worked together to produce the overall contri-
bution to the operation in question. There will be some situations in

which a single element of the Agency provided all or most of the Agency

at i1c1k ation in any one activity. There will be occasions also when
sensitivity will require that any analytical review of an opzration be
condu ted in a most restricted fashion. This will apply to many
Clandestine Service histories. Priority will be given to establishing
the basic Agency history of the more prominent operations and acti-
the Agency has been engaged, e.g., Cuban Missile

of Pigs, War in Vietnam, War in Laos, Congo Op=zrations,

., with particular attention to leszons derived from
These histories should also be indexed in a fashion
o provide immedi: resnd to nublic or con-

on these p*on“i

re qez)gnl ujy
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d. Annuzl Reports

(1) To provide the necessary chronicle of the Agency's acti-
vitics at 1 w1nunum expenditure of eifort, a system of annual reports
of the units and offices of the Agency will be developed. Thsse will
be subrmitted to the next senior command level for 1 eview and then
held by the originating unit, with a copy incorporated in the Agency'
ALchlv es. The requirement for these annual reports will be timed
and coordinated with the submission of the Agency's Annual Report
to the President’s Foreign Intelligence Advis ory Board and the Agency's
Annual Program submissions to avoid duplication of effort. The identi-
fication of the elements to submit these annual reports and an outline

of their format will be developed by the Agency Historian for the Execu-
tive Director, in coordination with the Deputy Directors. These may
include significant contractor units, when these played a significant
role in Agency programs or operations. These annual reports s should
highlight major accomplishments, majox problc,ms and overall con-
clusions and recommendations for_future action in the unit itself or

by elements supporting or associated with it. As requlredv compart—-
mented annexes can be compiled and held separately cover g pax “ti-
cularly sen sﬁlve events.

(Z) In many areas it will b° essential to produce one-time

reports to cover the years from 19 ‘(f>r hv most recent history) to

the current Annual Report. This wﬂl be undertaken by units 1«301’1:1-—
1

to submit future Annual Reports. In t nose situations in which
overall Agency hlstor" to be prod ed will cover h
a separate Annual Report need not be developad (e.

] in

period in question,

O« (0

, the War in Laos
Vietnam), as the necessary chronicle a.nd Archives can bhe
developed at the same time as the analy u,c:al hist: c

I b2 necessary, and 1‘?11-0 \wﬂ be U“ﬂ talker
question. Staff supsrvision of this activity will ba pro:fluoj b'y' th"-
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gency Historian and Avchivist.
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7 of this Order will work through the Agency Records Management
Board in carrying out his responsibilities.
& "

f. A Special Assistant for Information Control will be appointed
by the Executive Director to serve as Agency Records Managemaeant
Officer, Agency Archivist, Chairman of the Agency Records Manage-
ment Board, and perform such other duties in the field of Information
Control as the Executive Director may prescribe. -

25¥1

W. E. Colbylz _
ptroller

Executive Directcn?o

Inspector General
General Counsel
Director of Security -
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